Solution for the MS Word Exam:
True/False Questions:

1- F

2- T

3- F

4- T

5- F

6- F

7- T

8- F

Multiple Choice Questions:

1- B

2- C

3- A

4- D

5- B

6- C

7- D

8- B

9- D

10- C

11- B

12- D

13- A

14- B

15- C

16- A

Essay Questions:

1- Describe the three ways in which the AutoCorrect feature makes corrections.
ANS:


The AutoCorrect feature automatically inserts proper capitalization at the beginning of the sentences and in the names of days of the week. It will also change to lowercase letters any words that were incorrectly capitalized because of the accidental use of the ‘Caps Lock’ key. In addition, it also corrects many common typing and spelling errors automatically.
2- What is the difference between center and justified text alignment? Describe when each is most likely used.
ANS:


Center alignment centers each line of text between the left and right margin. It is used mostly for headings or centering graphics on a page. Justified text alignment aligns text against the right and left margins and evenly spaces out the words. Newspapers commonly use justified alignment so the columns of text are even.
3- What is the difference between a drawing object and a picture?
ANS:


A drawing object is a simple graphic that consists of shapes such as lines and boxes. A drawing object is a part of your Word document. A picture is an illustration such as a graphic illustration or a scanned photograph. Pictures are graphics that were created using another program and are inserted in your Word document as embedded objects
